11i

Module 1
Chapter 3
Navigating the DCPDS

Chapter Overview

October 2005

Introduction

This chapter explains the basics of how to move around in (or “navigate”) the

DCPDS to perform your work, including common

windows terminology and

the menus and tools you will see displayed on the DCPDS windows.
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Windows Terminology

Purpose The DCPDS is a “windows” application. This section describes and defines
the windows terminology.
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Terms Below is a list of basic windows terms and their definitions.

Term Definition

Application | A computer software program. The DCPDS is an
application. Another example of an application is Microsoft
Word for Windows.

Continued on next page
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Windows Terminology, continued

Terms (continued)

Term Definition

Button A graphic element that initiates a predefined action when you
choose it. In the examples below, the button with the picture
of a diskette on it initiates the “save” function. l_

2% O &

Check Box | A box in which you can toggle between an “on/off” or
“yes/no” state for a value.

[ Child Support Ohligation

[ Opted for Medicare

¢ Examples:

¢ Example:

Clipboard | A temporary storage area that holds objects (e.g., data) that
you “cut” or “copy” (see Main Menu Bar, Edit Menu in this
User Guide for more information about the cut and copy
functions in the DCPDS).

Current Multi-record blocks often display a current record indicator

Record to the left of each record. A current record indicator, when

Indicator filled in, identifies a record as being the current or “active”
record.

Desktop The screen background on your computer monitor, where you

view and access all information.

Continued on next page
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Windows Terminology, continued

Terms (continued)

Term Definition
Dialog Box | A window that requires you to act on its contents before
continuing.
¢ Example:
Field Also referred to as a “data field.” An area in a window that

opens data or allows you to enter data.

¢ Example:

Flexfield A data field that is made up of sub-fields, or segments. That
is, a flexfield contains a number of data fields (or separate
pieces of data) within itself. In contrast, regular information
fields hold just one unit of information. (See the section on
Flexfields in this User Guide for more information).

Form An organized display of data fields through which you can
access and enter information to complete a business task.
When you use the Navigation List on the Navigator
window, you navigate to a form.

¢ Examples of forms:

e “Request for Personnel Action Appointment”
“Workflow Inbox”
e “Position”
Each form opens one or more windows that link to a task
flow.

A given window can appear in more than one form if it
accomplishes a task that is part of more than one task flow.

A form in one responsibility may vary from the same form in
another responsibility, in that certain windows or buttons may
exist in one but not the other. What you see depends upon
your responsibility.

Continued on next page

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 4



11i October 2005

Windows Terminology, continued

Terms (continued)

Term

Definition

Icons

Small pictures that represent various applications, files,
folders, or commands.

e @14

¢ Example:

List of
Values
(LOV)

A List of Values (LOV) (possible data choices) for the
current data field. LOVs are available for most data fields. If
a list is available, <List> will appear on the message line at
the bottom of the window.

¢ Example: E]I

List of values

Message line

List of Valu...

Message
Line

A line of text that is displayed near the bottom of your
window that opens hints, warnings, error information and
status information about the current window or data field,
such as query-mode and record-count information.

Enter a gueny, press Cirl+F11 1o execute, F4 to cancel.

Record: 111

Continued on next page
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Windows Terminology, continued

Terms (continued)

Term

Definition

Menu

A list (“menu”) of choices used to perform a variety of
functions. The Main Menu Bar provides menus for functions
needed throughout the DCPDS (for example, to save an
action or do a query). The Main Menu Bar is always in view
and accessible; it is located at the top of every window.

There are also “drop-down menus” that appear throughout the
system, organized around specific forms, data, or functions.

File | Edit “iew Foldzr Too

W=
Qpet

Save

Save and Proceed
[est Step

Export

Rlace on Mavigatar

Log o as a Different Lser.
Switch Responsikility...

Print

Close Farm
Exit Oracle Applications

Resize

Restores a window to its previous size and location.

Restore

Maximize /
Minimize

To Maximize or Minimize a window select a window
command icon button at the top right corner of the window.
You can enlarge the window to fill the entire desktop or
Minimize the window which keeps it active and easily
available for your use,

Maximize
A

Close window

Minimize

Continued on next page
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Windows Terminology, continued

Terms (continued)

Term Definition

Term used to describe the way users move around in the
DCPDS; e.g., move from one place in the application (form,
window, data field, etc.) to another. Users can navigate
through the system by using the mouse or keyboard.

Navigate

Scroll Bar | The shaded bars located along a side and/or bottom of a
window when the size of the window contents (document,
List of Values, inbox, form, etc.) exceeds the space of the
window. To scroll to another part of the item (you have open
and are working with document, List of Values, inbox, form,
etc.), click and drag the box or click the arrows in the scroll
bar.

g | J

Taskflow A sequence of windows linked by buttons to take you through
Buttons the steps necessary to complete a task, such as hiring a new
employee.

Continued on the next page
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Enter Dates Using the Calendar

Purpose

Illustration

Entering a Date

October 2005

To explain the steps needed to use the calendar button. The calendar feature,
essentially an LOV, provides an easy way to find and enter a valid date.

If the data field requires a date, click the calendar icon in the toolbar.

Next Month

Previous Month

28 29 30 31 1
2 3 4 5 6 7 8
9 10 11 12 13 14 15
18 B 20 21 22
25 26 27 28 1
2 3 4 5 B 7 8

0] 24 Cancel

Next Year

Previous Year

Using the Calendar

Fundamentals: Navigating the DCPDS

Step

Action

1 Click in the applicable date data field, then:
Click the ellipsis at the end of the field. ]_I

The Calendar window opens (see illustration above). The date
value that appears below the calendar is either the value already in
the data field, the default value of the data field, or the current
system date.

Continued on next page
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Enter Dates Using the Calendar, continued

Entering a Date Using the Calendar (continued)

Step Action

2 Select the month and year you wish to enter by clicking the arrows
at the top of the Calendar window until the desired month and

year display:

To Display: Click:

Previous Month Left arrow button to the left of
the month display

Next Month Right arrow button to the left
of the month display.

Previous Year Left arrow button to the right
of the year display.

Next Year Right arrow button to the
right of the year display.

3 Click a day button.

ﬁz Note: Disabled buttons that show dimmed text represent invalid
days, which cannot be selected.

4 Click <OK> to accept the selected date and close the Calendar
window.

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 9
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New Record

Purpose To describe the steps necessary to create a new record in the database.

Creating a New

Record
Step Action
1 =
e Click New Record icon — on the Toolbar.
2 e Click File TI Save and Proceed from the Main Menu Bar
OR

e Click Save icon = on the Toolbar, the record is saved to
the database.

Lﬂg Notes:

When you insert a new record in a multi-record block, the system
moves the current block down and inserts a new blank row. You
add a new record by filling in this row.

e When you insert a new record in a single-record block, the system
opens a blank record in the current block so you can enter data for
a new record.

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 10
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Delete Record

Purpose To describe the steps to delete a record from the database.
To Delete a
Record
Step Action
1 e Click Edit [] Delete Record from the Main Menu Bar,
Then save work.

Or

Click Delete Record icon z on the Toolbar, The record is

now deleted from the database

lﬂ? Note: If you exit without saving your work, the record will not be deleted
from the database.

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 11
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Copying and Moving Data

Purpose To guide you through the steps to copy or move data from one data field to
another.
Terms
Term Definition
Copy Refers to the process of making a duplicate or copy of data

already in one data field, to then be inserted or pasted in another
data field.

When you use the copy function, the data you copy is
temporarily stored on the “clipboard” until you “paste” it to
another location or until you “cut” or “copy” other data.

Clipboard

A temporary storage place for data that has been copied or cut.
Clipboard contents are replaced with the next “copy” or “cut”
action.

Cut

Refers to the process of removing or cutting data from one data
field, and inserting or pasting it in another data field. You use
the cut function when you want to move data from one data
field to another.

When you use the cut function, the data you copy is temporarily
stored on the “clipboard” until you “paste” it to another location
or until you “cut” or “copy” other data.

Paste

The function of pasting the contents of the clipboard into the
current data field.

Copying or lﬂz Note: The cut function is only available if the data field can be updated.

Moving Data

This is because the cut function removes data from its current location.

Continued on next page
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Copying and Moving Data, continued

Copying or Moving Data (continued)

Step

Action

1

Highlight the data you wish to copy or move; to do this:

e [Tab] to the data field (when you tab to a data field with text in
it, the text is automatically highlighted and ready to copy or cut).

Or

e Move your mouse so your cursor is to the left or right of the text
you wish to copy. Click and continue to hold your mouse button
down while you drag your cursor over the data, releasing the
mouse button when you get to the end of the text to be copied.

To do this... Do this...

Copy the Data e Click Edit [T Copy from the Main Menu Bar.
OR
e Press [Ctrl] +c.
Move the Data e Click Edit [T Cut from the Main Menu Bar.
OR
e Press [Ctrl] + x.

Click the data field where you wish to insert the copied or cut data and:
e Click Edit [] Paste from the Main Menu Bar.
Or
e Press [Ctrl] +v.
The data opens in the current data field.

& Caution: Clipboard contents will be replaced with the next “cut” or “copy”
action. To avoid losing clipboard contents (data that has been cut or copied),
“paste” it to the desired location before you “cut” or “copy” other data.

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 13
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Purpose To describe the steps to enter data and then “erase” the data without saving it

to the database by using the Clear function.

The data you clear is erased from the window. If the data has already been
saved to the database, the clear function will not delete the data from the

database.

If the data is new and has never been saved to the database, it will be lost
permanently when you clear it.

Clearing Data  Use the procedures below to clear data from a data field, record, block, or

form.

To Clear Data From the Main From the |Or Use Keyboard
Froma... Menu Bar, Click ... Toolbar Shortcut...

Click...

Data field Edit [1 Clear Field [Ctrl] +u

Record Edit [T Clear Record % [Shift] + [F4]

Block Edit [T Clear Block [Shift] + [F5]

Form Edit [ Clear Form }@' [Shift] + [F7]

Fundamentals: Navigating the DCPDS
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Duplicating a Data Field

Purpose

Copying a Data
Field Value
from the
Previous
Record

Copying All
Data Field
Values from the

Previous
.

Record

When Not
Applicable

To describe the steps to duplicate data from a previous record if much of the
data needs to be repeated again in a new record.

Enter a new record or query an existing record in a window.

Click File TI New Record from the Main Menu Bar to insert a new
record after the existing record.

Navigate to the data field whose value you want to duplicate in the new
record.

Click Edit II Duplicate Field Above from the Main Menu Bar to copy
the data field value from the previous record to the current record.

Enter a new record or query an existing record into your form.

Click File TT New Record from the Main Menu Bar to insert a new
record after the existing record.

Click Edit II Duplicate Record Above from the Main Menu Bar to
copy all data field values from the previous record to the current record.

Note: The Duplicate Record Above menu item will not duplicate data fields
that must be unique.

The Duplicate Field Above and Duplicate Record Above menu items are
not available if there is no previous record (for example, if you are on the first
record of a block).

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 15



11i October 2005

Editing a Data Field Using the Editor Window

Purpose

Using the
Editor Window

To provide the steps to view, enter, or update the contents of a text data field
by using the Editor window. Using this window is not necessary, but it can
be useful for doing a search and replace in a data field that contains a lot of

text.
Step Action
1 e Click Edit JI Edit Field... from the Main Menu Bar.
Or
e Use keyboard shortcut [CtrI] + e.
The Editor Window opens:
Editor
2 e Type in a new value Or edit the existing value in the Editor

window.

e Follow the procedures below to search for a phrase and replace
it with another phrase.

Note: If the current data field is a display-only data field, the
Editor Window opens in a display-only mode.

Click <OK> to close the window and insert the value in the data
field.

Continued on next page
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Editing a Data Field Using the Editor Window, continued

Searchingand  Follow the procedures below to search for a phrase within the text of the data
Replacing Text  field. If you choose, you can also replace the piece of text with another piece

of text.
Step Action
1 e Click Edit II Edit Field... from the Main Menu Bar.

OR
e Use keyboard shortcut [Ctrl] + e.

The Editor window opens.

2 Click <Search> in the Editor window to open a Search/Replace
window:

3 Type a value in the Search for data field. If you want to replace
that value with another value, type the new value in the Replace
With data field.

4 e Click <Search> to search for the value.
Or

e Click <Replace> to search for the value and replace the first
occurrence with the new value.
Or

e Click <Replace All> to search for the value and replace all
occurrences with the new value.

5 When you are satisfied with the value in the Editor window,
click <OK> to close the window and insert the value in the data
field.

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 17
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Direct Data Updates

Purpose After an employee is on board, you can update the database to add new
information or change existing information. If an SF-50, Notification of
Personnel Action, or a Request for Personnel Action (RPA) is not required,
you can perform a direct data element update to the database.

Updating a Follow the procedures below to update information in the database when no
Direct Data SF-50, Notification of Personnel Action, is required (if a SF-50 is required,
Element use the Request for Personnel Action).

Step Action

1 | Navigation Path, [ People [] Enter and Maintain. The Find
Person window opens.

== Find Person

Search by number

LT Employee -
Mumber

2 | Inthe Find Person window, query for the employee by either their
social security number or name:

e Click in the Social Security data field and then:

e Type in the employee’s social security number, with the
dashes (format: NNN-NN-NNNN).
e Click <Find>.
Or
e Click in the Full Name data field:

e Type in the employee’s last name, or portion of it,
followed by a percent sign (%). (Example: Robb%o)

e Click <Find>. A List of Values opens; click the
employee’s name.

Continued on next page
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Direct Data Updates, continued

Updating a Direct Data Element (continued)

Step

Action

3

The People window (employee’s record) opens. If the effective date
of the data change is not the current date, click the Alter Effective

Date icon on the Toolbar..

Navigate to the data field to be updated by clicking on the
appropriate Taskflow Button at the bottom of the window, and then
any subsequent Taskflow Buttons and list windows.

If you navigate to a list of categories in a window that has a Details
field at the bottom of the window:

e Scroll through the list of categories. If all are not in
view, click the “down” arrow to the left of the category
or press [Page Down] or [Page Up] on your keyboard to
scroll down or up through the list.

e Click the appropriate category.
e Click in the Details field at the bottom of the window.

Click the data field you need to update and edit the data field as
required. Use the LOV within the window as necessary.

=
Click the Save button _@ on the Toolbar to save the change to the
database.

If you are changing existing data, an Option window will display
asking you to select <Update> or <Correction>:

e Click Update to change the record as of the effective date you
specify. When you update a record, all previous information is
preserved and can be viewed in history.

e Click Correction if the previous data is incorrect. The new
information will override the previous information back to the
date that the error occurred.

The Message Line will indicate that your transaction has completed
and has been applied and saved to the database.

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 19
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Saving Your Work

Purpose To update the DCPDS, you need to save all data that you enter, edit, or delete.

Saving your work is sometimes referred to as “committing a change” or
“transaction”.

In many cases, the DCPDS will prompt you to save your work before
proceeding.

Edits for When you click Save, the DCPDS checks your work (“validates” it) against
Correct Data certain built-in edits, to ensure the values or combination of values entered

Entry: meet HR Federal and DoD business rules.
“Validation” o ] .
If your work meets the edit criteria, a Message Window and the Message Line

notifies you that your work will be saved to the database.

FRM-40400: Transaction complete: 1 records applied and sawved.

v Example: EEEIERIE

If any of the data you enter is invalid (i.e., does not meet required business
rule edits) or if required data is missing, an error message opens describing
the problem to you.

v Example:

& Caution: If you receive an error message, your data will not be saved to the
database. You need to correct the problem and try the save again.

Saving Your Use the following methods to save your work.
Work

To: On the Main Menu Bar Or On the | Or Use the
Click... Toolbar Keyboard

Click... Shortcut...

Save your work and | File [ Save or 5 Ctrl +S

enter a new File TT Save and Proceed
transaction

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 20
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Purpose You can print an image of the current window at any time.

How to Printa  To print a current window:

Window

Step

Action

1

Click File [T Print from the Main Menu Bar. A Print window

will open.

e Enter any necessary information on the Print window, such as
printer, size of the image, orientation. Then click <OK>.

pint 21 x|
— Frirter
I arrie:; Froperties. .. |
Statuz Ready
Type: HPF Lazerlet 3100 Senez PS
Where:  IP_136.143.201.100
Commeit: I~ Prirt to file
— Print range Copies
Lol | Murnber of copies: |1 3:
7 Fages  fram; Fioi
@ [T Callate
7 Selection 2 3

OF. I Cancel |
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Attaching a Document

Purpose

Before You
Begin

Attaching a
Document

This section guides you through the steps to attach, view, print, and delete an
attachment to a record.

e Supporting documentation is sometimes required with an RPA, Position,
People, Activity, or other record. You can attach short comments, word
documents, images, OLE objects, or Web pages to many records. For
example, you can attach a position description to a position record.

e When the Attachments button is enabled, it becomes a solid paper clip
holding a paper when the current record has at least one attachment.

Iy
e Each record can have one or more attachments and you can copy
attachments from one record to another. You can store the attachments in

the database or in your file system in the Document Catalog.

While in a Form and wish to attach a document follow the steps listed below

Step Action

1 Click the Attachments “'il icon to invoke the form and the
attachment window will appear

Description Data Type May Ee Changed

Entity MarnePerson

Magnification

Crieliiel= Bz iz Bzt Document Catalog...

The Seq number is system-generated. Main or Source are
alternative regions to give you more options/segments to determine
what kind of attachment you have.

Continued on next page
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Attaching a Document, continued

Attaching a Document (continued)

Step Action
2 Place your cursor in the Category data field, click the LOV.

- =eq  Category
I | Sl

3 The Categories window opens. Select Comments, Resume or
Miscellaneous and click <OK>.

Find

Categary

{ Comments
Mizcellaneous
Fesume

4 In the Description field type the information you want to attach
such as a job description, name of word document, etc. This is a
free flow text field of 255 characters. Press [Tab] on your

keyboard.

Continued on next page
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Attaching a Document, continued

Attaching a Document (continued)

Step Action

5 With your cursor in the Data Type data field click the LOV.
Select the format for your data and click <OK>.

Datatvpe

i Document Reference
File
Long Text

Short Text
Webh Page

You can select any of the data types listed.
o “File” places a file in as the attachment. Such as a word doc or
power point doc.

e “Long Text” is text stored in the database containing 2000
characters or more and is used when Comments is selected.

e “Document Reference is representative of a document that
already exists within the Oracle Application

e “Short Text” is text stored in the database containing less than
2000 characters.

e “Web Page” is a URL reference that you can view with your
Web browser. You must define your Web browser to view a
Web page attachment.

Continued on next page
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Attaching a Document, continued

Attaching a Document (continued)

Step Action
6 If the File data type is selected, a web enabled page will populate
allowing you to search for the file of choice.

3 File upload Form - Microsoft Internet Explorer provided by AFPC - |E||5|
J Fle Edit ‘iew Favorites Tools Help |
J 4mEBack -~ = - @ ﬁ | @Search @Favnmtes aHistnry ||%- -
JAddress I@ file_upload, displayGFMForm?access_id=38898580918]_server_url=http: jjsylvestr,dcpds, cpms, osd.mil: 8007/ pls/SQT11 j ﬁGo HLinks
=l
ORACLE
Upload a File
File
I Browse..
[
|@ Done ’_’_|' Inkernet v

7 Click Browse button to select drive, directory and file, after the
file is elected click Open button and then OK to proceed.

21|
Lok in: | (C3 11i User Guide 5 e @

@Module 9 - NAF Crvarview, de
@Modulel_chap 1.doc
@Modulel_chap 10.doc
@Modulel_chap 11.doc
@Modulel_chap 12.doc

_:. Appendix A- Position dv-all-elements, doc
:i Appendix B - Mavigation Paths,doc

:i Change Page.doc

:i Glossary.doc

Module 1 Intro.doc

:i Module 12 Overview,doc
hE. Module 2 Cverview, doc
_:i Module 3 Cverview, doc
:i Module 4 Cverview, doc
:i Module 5 Overview.doc
hE. Module 6 Cwerview,doc

@Modulel_chap 2.doc
@Modulel_chap 3.doc
@Modulel_chap 4, doc
@Modulel_chap 5.doc
@Modulel_chap 6.doc
@Modulel_chap 7.doc

File name: I

J Filesoftype:  [al Fils (-

Cancel

o
j Open I
j i

Fundamentals: Navigating the DCPDS
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Attaching a Document, continued

Attaching a Document (continued)

Step Action
8 A page WI|| appear |nd|cat|ng File upload was successful.
on en =lalx|
J File Edt Wew Favorites Tools Help ‘-
= | A ‘ Qlsearch  SFavortes £ AHistory |%v -
Address [&] hip:sylvestr.depds.coms osd.mi:8007 pls/SQT1 1/fnd_file_upload uploadcompletemessage x| @an HLmks
ORACLE =
Upload a File
File upload completed successfully.
* Please close the weh browser.
* Return to the Attachments form and click the Yes button to indicate file upload is complete.
Close window to return to Oracle.
9 Upon returning to Oracle a Decision window will appear. Click
the “Yes” button, and Save Work
% Decizion
Has the file hPF'r'l uploaded
10 | The Attachments window opens with the Open Document button
in the text area. The checkboxes next to the Data Type column
indicate if the data “may be changed” when the box is selected.
Open Daocument...
Note: Multiple data types can be inserted into the text area as
fﬂz attachments for the document being processed.
F* 3
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Viewing and Printing the Attachment

Viewing and
Printing

Action

To view the attachment(s) to a record, click the Attachment icon

s

on the Toolbar.

Note: The shading on the bottom half of the button indicates there
is an attachment.

The Attachments window opens. Select the Seq and Category
you wish to view or print. Depending on the attachment selected
the window will appear different. (When a text attachment is
selected the message will appear immediately)

Seq  Category Description Data Type
l Ho| |Miscellanenus ‘This is a Test |Lnng Text

20 |Miscellanenus ‘Secnnd test |Fi|e

tagnification  LLEY

[

e Example — Text attachment

1]

To print a text attachment, Click <File> <Print>

Continued on next page
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Viewing and Printing the Attachment, continued

Viewing the Document (continued)

Step

Action

4

When a file attachment is elected, an Open Document button will
be visible.

~ Seq Category Description Data Type tay Be Changed
_I1l] |Miscellaneuus |This is a Test Long Text v

!]2l] Miscellaneous File v
-

r

Entity MamePerson

Magnification  (LLIES |

Cpen Document...

o Example - File attachment

To open the File attachment, click the Open Document button
a File download screen will appear.

ile Download |

'ou have chosen to download a file from this location.

fnd_gfm.doc from sylvestr. depds. cpms.osd. mil

“what would you like tao do with thiz file?

" Dpen this file from its current location
& Save this fils to disk

[V &lways ask before opening this type of file

QK I Cancel | Mare Info I

Make your selection by clicking in one of the fields.

Ww'hat would you like to do with this fle?

" Open thiz file from itz curent location
" Save this file to disk

e Open this file from its current location — Opens the file
automatically and does not save it.

e Save this file to disk allows you to select where you would
save it before opening.

Once the file opens, print the document as normal in a Word or
Excel format.
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Deleting an Attachment

Deleting an Attachment

Step

Action

1

After selecting the action which has an attachment you want to

il
delete, click the Attachment M icon on the Toolbar.

The Attachments window is opened. Select the Seq and Category
you want to delete.

s Attachments - Test, Guy D

Main

Seq Category Description Data Type May Be Changed
!]IE |Miscellaneous This is a Test Long Text [

|Miscellaneous |Second test File

Entity MamePerson

Magnification LI

Click the Delete Record 3 button on the Toolbar.

A Message Box opens and asks, “Delete only attachment or delete
both document and attachment?”

Aftachment

You must save your work before continuing. Click the save

@ icon.

If you do not save your work and try exit the form, an error
message will appear asking “Do you want Save your changes?”
click the “Yes’ button and exit the window.

vantto save the changes you have made?
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Copying an Attachment from Another Record

October 2005

Action

Query the record you want to copy the attachment from

Duplicate 3

FPreferences »

Ifain

Description

With the record open, select the Attachment, Highlight the
message.

ez Attachments - Test, Guy D

Data Type

~ Beq  Category
!]m] |Miscellaneous

This is a Test

Long Text

20  |Miscellaneous

|Second test

File

Entity MamePerson

Undo Typing

Zut
Copy
Easte

Clear »>
Delete

Select Al
Ceselect All

Edit Field...

hagnification IR

Click <Edit> <Copy>. Exit the window and record.

Copying An
Attachment
Step
1
2
3
4

Query the new record that you want to attach the message. Then
Click the IH_JJI attachment icon.
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Copying an Attachment from Another Record continued

Copying An (continued)

Attachment

Step

Action

5

When the Attachments window is opened. Enter the Category,
Description and Data type information

this a test =

4]

Place cursor in the text message box

Click <Edit> <Paste> to transfer copy.

Edit [Wiew ol

| Undo Typing

i cut
Copy
Paste
| Duplicate 3

Clear 3
Delete

Select All
| Deselect All

EditField...

Freferences »

[ 1
Click Save icon and close window

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 31




11i October 2005

THIS PAGE LEFT INTENTIONALLY BLANK

Fundamentals: Navigating the DCPDS Mod 1, Chap 3, page 32



	Module 1 
	Chapter 3 
	Navigating the DCPDS 
	Chapter Overview 
	Introduction
	Chapter Contents

	 Windows Terminology 
	Purpose
	Terms

	 
	 
	 
	 
	 
	 
	 
	  Enter Dates Using the Calendar 
	Purpose
	Illustration
	Entering a Date Using the Calendar

	    New Record 
	Purpose
	Creating a New Record

	 Delete Record 
	Purpose
	To Delete a Record

	 Copying and Moving Data 
	Purpose
	Terms
	Copying or Moving Data  
	 

	 Clear Data 
	Purpose
	Clearing Data

	 Duplicating a Data Field 
	Purpose
	Copying a Data Field Value from the Previous Record
	Copying All Data Field Values from the Previous Record
	When Not Applicable 

	 Editing a Data Field Using the Editor Window 
	Purpose
	Using the Editor Window
	Searching and Replacing Text

	 Direct Data Updates 
	Purpose
	Updating a Direct Data Element 

	 Saving Your Work 
	Purpose
	Edits for Correct Data Entry:  “Validation” 
	Saving Your Work

	Printing a Window 
	Purpose
	How to Print a Window

	 Attaching a Document  
	Purpose
	Before You Begin
	Attaching a Document

	 
	Viewing and Printing the Attachment 
	Viewing and Printing 

	 Deleting an Attachment 
	Deleting an Attachment

	 Copying an Attachment from Another Record 
	Copying An Attachment

	Copying an Attachment from Another Record continued 
	Copying An Attachment




